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COURSE OVERVIEW

Getting to know the Excel program and explaining its importance and how to apply it in
accounting uses, conducting analyzes and applying mathematical functions and formulas in
areas of life to achieve technological progress.

GOALS AND OBJECTIVES

1-How to use electronic tables.
2-Using Excel in various accounting fields.
3-Clarifying the skills of using databases in Excel by creating databases.

4-Dealing with electronic spreadsheet data as a database

TEXTBOOK AND READINGS
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COURSE ASSESSMENTS

The course grade ( 50 points ) will be based on the following elements:

Points
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Exams

Reading Checks
Participation
Attendance

Assignments

20
10
10
10
50

COURSE DESCRIPTION AND ASSIGNMENT SCHEDULE

This NO. -credit hour course is 15 weeks long. You should invest NO. hours every week in this course.

WK DATE

TOPIC

Basic tasks for Microsoft
Excel, running Microsoft
Excel 2010, Microsoft
Excel 2010 interface,
mouse cursor shapes, tab

‘ READING

ASSIGNMENT

Home tab, Clipboard
group, Font group,
Alignment group

Number group, Styles
group, Cells group, Editing
group, Page Layout tab

Themes group, Page Setup
group, Select to Fit group,
Sheet Options group,
Arrange  group, Help
instructions, Chapter Two:
Inserting objects in
Microsoft Excel, Insert tab,
Tables group, Table report
Pivot Table, Pivot Chart
report

Assignment 1

A group of illustrations,
Image Tools tab

Charts group, Chart tools
tab - Design Tab, Chart
tools tab - Layout Tab,
Chart tools tab - Format
Tab, Sparkline cursor line

group

Filter set, links set,
symbols set

Page 2 of 6




9 Assignment 2
10 Defined Names group,
Formula Audition group
11 Calculation group, Data
Tab
12 Assignment 2
Additional tasks in
Microsoft Excel 2010,
13 Review tab, Proofing
group, Language,
Comments group, Changes
group
View tab, Workbook
14 Views group, Show group,
Zoom group, Window
group
15 Mid Exam

Is it possible to develop the curriculum <within the teaching authority 20%> to include vocabulary

that serves sustainability
1- Yes, it is possible (point an
appropriate aspect)

2- Suggest aspect that serves
sustainability
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